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EEM Guide for Suppliers

Last Updated: 9.16.2021

The information in the following document will help suppliers and brokers more efficiently navigate the
EEM system. This guide is designed to provide step by step instructions to use the Virginia ABC EEM
system. This is used as supplemental information that was discussed during the online EEM Training. If
you still have questions after reading this document and referring to the online EEM Training, please
contact EEMTraining@virginiaabc.com.

Below are the steps required to successfully schedule deliveries using the EEM system. This guide will
walk through step by step how to perform these steps.

1. Supplier creates a Purchase Order
e The Purchase Order is where the supplier will notify Virginia ABC of the products and
guantities they are expecting to bring on their delivery.
2. Supplier creates an Advanced Shipping Notice (ASN)
e The ASN allows the Virginia ABC receiving department to properly receive the Purchase
Order from the Supplier.
3. Supplier links the PO to the ASN using the “Create ASN from PO - Shipping” user interface
e Linking the PO to the ASN allows the Virginia ABC receiving department to receive the
product on the ASN.
4. Supplier or Carrier creates the Appointment
e Creating the appointment is where you will set the date/time for your delivery to arrive. This
can be done by the supplier or the carrier.
5. Supplier ships the ASN in EEM
e Shipping the ASN notifies the Virginia ABC receiving department that the delivery is coming.
Shipping the ASN in EEM can when the supplier is sure that the PO will not change.

Helpful Information before Getting Started

The new Distribution Center Address is: 7452 Freight Way, Mechanicsville, Virginia 23116

The address is a brand new road and some people have not been able to find it on google maps. If you
are unable to locate the building using the address above, please use the address below. This will take
you to our new facility.

7389 Pole Green Road, Mechanicsville, VA 23116

All deliveries much go around the right side of the building and check in with the security guard.
Deliveries must have an appointment ID in order to get through the security gate.
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Helpful Links:

e EEM Training Link — link to retake training through the COVLC website
o https://covlc.virginia.gov/Default.aspx

e EEM Live Environment — use this link to begin using the EEM system.
o https://vabc-eem-prod.logistics.com

It is highly recommended that users Pin Tiles to their EEM home screen for easy
navigation. To learn how to Pin Tiles, please double click the “Pin Tiles in EEM”

document below.

IIIIII|'l

Pin Tiles in
EEM.docx

After pinning tiles to your home screen, your EEM home page should look like the screenshot below.
The five tiles you will need to access are: “Purchase Orders”, “ASNs”, “Create ASN From PO — Shipping”,

“Appointments”, and “Add Appointment”.
Ad Wanhattan Associates ® +

&« & @ vabc-eem-prod.logistics.com/manh/index.htm|?i=23

R & P M| WM

Purchase Orders ASNs Create ASN Fr.. Appointments Add Appointment

To begin the process of using EEM, double click on the
Purchase Orders Ul and follow the instructions below.


https://covlc.virginia.gov/Default.aspx
https://vabc-eem-prod.logistics.com/
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1. Create Purchase Order
(Purchase Orders user interface):

Access the Purchase Order Ul and click the Add button that is indicated by the red square below to
create a Purchase Order.
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B Add PO - Add Purchase Order

m| Actions ™ |:cc\s - |
M| Purchase Order ID: Due Date: i | Susiness Unit | Virginia ASC ¥
Billing Method: (none) il Business Partner ID: ):'
e A
Transportation responsibility: Shipper v Cielivery channel: (none) hd
Bill-to Facility: ' Marchandizing department: (none) ¥
Product class: {none) W Protection level: (nens) W
[  Transportation planning dirsction: [ (none) W
(nanz) v Incotzrm location P
incoterm location availability date: j Designated voyage or flight number:
Ship Group: Routing Ship Group Number:
Designated Carrier: /0  Designated Mode: v
Channel Type: (nons) W Static route delivery type: (none) hd
Auto Appointment: O Customer Cods: /s]
ASN Shipment Type: {none) v
Reference Information
Reference field 1: Reference field 2: Reference field 3:
Custom Attributes
=

On the “Add PO — Add Purchase Order” screen you will only need to fill out the following information.

No other information is needed other than what is listed below!
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General Tab

e The Purchase Order ID field will be blank. The EEM System will auto generate the purchase
order ID.

e The Billing Method will always be “Prepaid”

e The Due Date will be the estimated date for the Purchase Order. This is an estimate, and will not
guarantee that your appointment will be on this day.

e The business partner ID will be a four digit code that signifies which supplier is on the purchase
order. All business partner ID’s will begin with the number 4, followed by the three digit vendor
code assigned to the supplier in MIPS. (As a supplier, this will already been filled in).

Leave the Purchase Order |0 Blank. It will suto

T ——
KB acions = | 120 generate anumber,

Purchase Crder I1D: Dus Date m Business Unit | Vinginia ABC W
Billing Method: RO i Bugingss Fartner 1D
The business partner |Dis always
The Billing Method will always be your company 1D number.
Genars Prepaid.

e After the above information is filled in, scroll down on the page until you see the Origin and
Destination fields. The only other mandatory information on the general tab is the following:

o Origin Facility — this will be the same 4 digit number as the business partner ID above
= Note: Brokers, this is where you will enter in the appropriate 4 digit number of
the supplier that owns the product.
o Destination Facility — this will always be VABCFACILITY

Farcel Shipping
] T i s || TheDatmton acy 01
always VABCFACILITY

Origin Destination
Facility: * Fagilin:™ S
Pickup start: = Dedivery start: - |
Bickup end m Dalivery end: x|
Ship through , Shig throughs ’
Address: Address:

After you have finished filling out the information on the General Tab on the Purchase Order, scroll back
up to the top and click the Lines tab to enter in the specific items that will be included on the PO.

B Add PO - Add Parchase Ovdes
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Lines Tab

After clicking on the Lines tab you will be taken to the following screen. This is where you will fill out the
specific item information for the Purchase Order. Please review the notes below to see the exact fields
that need to be filled out on the Lines tab.

B Add PO - Add Purchase Order

a| Actions * | Tools ™ |
Furchase Crder ID: Due Date: e Business Unit: | Virginia ABC W
Billing Method: (none) hd Business Partner |D: /'.':
—
ine Number Line Type tem *Qrder Quantity wership Percent Owerpack Percent xternal Se
U | *Line Numb ine Typ * 0 o] y e p B 0 k P E 15
O hd P [nong) W

e In the Line Number field, enter the line number. For example. If there are 4 items on your
purchase order, you will have lines 1, 2, 3, and 4 (as shown below).

e Line Type will always be “Item”.

e Item — enter in the 6 digit Virginia ABC item code. When entering line items on the Purchase
order, the items MUST be six digits in length. If your item code is less than 6 digits, you must
add a 0 in front of the item to reach the six digit length.

o For example:
= if your item code is 12345, you will enter 012345 in EEM
= if your item code is 1234, you will enter 001234 in EEM

e Order Quantity will always be in eaches (bottles). For example if you are bringing in 100
cases with 6 bottles per case, you would enter 600 eaches in the order quantity field.

e The last field that needs to be filled in on the lines tab is the Size 1 field. This is where you will
enter in the number of pallets that the product will come in on. For each item, enter in the
number of pallets the product will be on. This is extremely important as the number of pallets
help determine the duration of the appointment.

o When entering the Size 1 Field (Pallets) on the Purchase Order, this field can be a
decimal. For example, if you are bringing in 60 eaches of a product (5 cases), you can
estimate that this would be 0.10 of a pallet.

o Each line item on the Purchase Order MUST have the Size 1 Field filled in. If a line item
does not have a pallet quantity (size 1), the receiving department will not be able to
check in the product!
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e If you are having trouble saving the PO and receive an error, for example “item not valid”,
please reach out to EEMTraining@virginiaabc.com for assistance. Do not ship any product to
the warehouse that is not on the PO/ASN!

e C(Click save. A Purchase Order ID number will now be generated. Please save that number for use
later in the process.

[J  *Line Number Line Type *Item * Order Quantity Size 1

0o [ ltem w P Eaches v Pallets

0 |2 ltem v P Eaches v Pallets

0o |3 ltem P Eaches w Pallzts

0O [a ltem v P Eaches Pallets
Line Type is Quantity is

m m always ltem always in Eaches
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2. Create ASN
(ASN’s user interface):

Access the ASNs Ul and click the Add button that is indicated by the red square below to create an ASN.
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After clicking Add, you will be taken to the “Add ASN” screen.

n‘ Actions * ‘:cc\s - |
ASN Shipment: yal Delivery faciliy P Totalshipped: 0.0 C{
ASN status: InPlanning Shipped date: Estimated delivery:* = Total received AQ
Header
Business Unit=  [Virginia ABC % Destination type: [(none) Total weight: (non=) %
Origin type (nene) v Address: Total volume: (none)
p Carrier: yal
= Mode. (nane}
Type: Ready to Ship ¥ City: Equipment  [(none] ¥
Business partner pel Country- v Driver name:
30L number: (none} v Shipping cost (none) %
PRO numbsr:
Briority i County:
Telzphone:
Appointment
Appointment:
Appointment date:
Appointment duration: 0
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On the “Add ASN” screen you will only need to fill out the following information. No other information
is needed other than what is listed below!

The ASN number will auto populate after the ASN has been saved. Please do not enter an ASN
number.

The Delivery Facility will always be VABCFACILITY.

The Estimated Delivery should be the same as the estimated date for the Purchase Order.

The Business Unit will always be Virginia ABC.

The Origin type will always be Supplier.

The Pickup facility will be the 4 digit business partner ID that was added on the Purchase Order.
The Business Partner is the same 4 digit business partner ID. All business partner ID’s will begin
with the number 4, followed by the three digit vendor code assigned to the supplier in MIPS.
Click save. An ASN number will be generated. Please save that number for use later in the
process.

Leave the ASN blank. It will auto The delivery Facility will always

B acicns = | generate a number. be VABCFACILITY.
AN Ehiprmant # Dalivary facilin:™ ¥ Total shipped: 0.0 COGE
ASN status: InPlanning Shipped date: Estimated delveny” = Total received ADM:
Header
Buginess Unit® [ Virginia ABC | The Origin Type will always be supplier. I..." inone] W
Srigin type:" nong) W (rong) W
Pickup facility" y The Pickup Facility is always your company J
Pickup date - | ID Mumber (Same as Business Partner ID). (nane) W
Ty Ready o Ship W = i
Buginess partnar” |4347 W | The Business Partner is your company 1D number. ‘
BOL number ———— e [mone) W
PRO mumber Padtal Code
Brigrity: ] County:
Talsphona
Appointment
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3. Create ASN from PO - Shipping user interface:

After you have created the Purchase Order and the ASN, you will need to link the two together. Follow
the steps below to link the PO to the ASN.

Access the “Create ASN from PO — Shipping” Ul.

T Craats BEM Prmes M - Jappisy - Crasls A0 droam PO - Shappsny

e Find the Purchase Order you would like to link by either using the PO filter at the top of the
screen or by using the arrows indicated by the red squares above. Once you have found your PO
click the check box next to your PO.

e Find the ASN you would like to link by either using the ASN filter at the top of the screen or by
using the arrows indicated by the red squares above. Once you have found your ASN click the
check box next to your ASN.

e Once you have found the PO and ASN needed, and have checked them both, the green arrow in
the middle of the screen will light up and will allow the PO to be assigned to the ASN. Click the
green arrow. (See picture below for example).

5‘ Quick filterw | pO; yol ‘ [ Appiy v | ‘ Quick filterw | ASN: P
Record 14 4 1 b Pl of 104 Record 14 4 1 b Pl of 8
PO (Business Partner, Status, Business Unit) ASN (Status, Business Unit )

+ 12) (JPO0O00000T13 (4516, In Work, Virginia ABC) » @ ® asno000097 (Open, Virginia ABC)

' PO000000116 {.... Created, Virginia ABC) » @ (J AsnNO0D009E (Open, Virginia ABC)

» 12 (JPQ000000117 (4516, Created, Virginia ABC) » @ (J Asno000093 (InPlanning, Virginia ABC)

+» 12 CJpoooooooi19 (4516, Created, Virginia ABC) ¥ @ [J AsnoD000S4 (Open, Virginia ABC)

+ 12) (JPO0O000001T20 (4516, Created, Virginia ABC) » @ [ AsnNODDO0E3 (Open, Virginia ABC)
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e To verify that the PO and the ASN have been linked, click the small drop down arrows to the side
of the ASN. If your PO lines are now below your ASN, the PO and ASN are linked.

Record M 4 1 B M of 204

ASN (Status, Business Unit )
* @ [ A=M0001273 (Open, Virginia ABC)

i @ [ asmoooizzz [Open, Virginia ABC)

Line Item Oty (4]
O 2 020362 3,500 EachesPO000001203
O3 016396 300 EachesPO000001293
O a 020366 420 EachesPO000001203
s 020369 g0 EachesPO000001293
[ 0an372 800 EachesPO000001203
a7 020378 g0 EachesPO000001293
[ = 020374 800 EachesPO000001203
[ 026323 G043 EachesPO000001293

— —

e Hit save at the bottom of the screen! You have now successfully linked the PO to the ASN. The
PO and ASN will not be linked until you have hit save.

10
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4. Create Appointment
(Appointment user interface):

The next step in the process is to create the appointment. This can be done by either the supplier or the
carrier. If the carrier is creating the appointment, they will need the Purchase Order number provided to

them by the Supplier.

Access the Appointment Ul and click Add.

& Appontments

ﬂ ;',cw':'|;:::'|

k Quick filtars

Appointment? r | sy I
b bl & Displaying 0 -0 of O [0 selecred)

Bussiness L 1=} 4 Appointment Sugpested Appointment Appoirement | Shipmant
Pastnar = et Typ# Sttt
Cate,Time
Enmar Flnr ZFTESI &7 JRIB2T SEvRY flteT IR TRIRCT APl 1 FETREE dBtS

Approve m m m m

Appointment Audit Trail

Once you have clicked add, you will be taken to the “Appointments — Add Appointment” screen as
shown below.

4d Appointments - Add Appointment

n| Actionz ¥ |:cc|s - |

- Mone

Facility:* F Lead configuration: MS10
M3+

Suggested start date/time:* B Estimated trailer duration [min):

Appointment type:* Selectone W Estimated tractor duration (min):

Appointment |D: Estimated departure dats/time:

Carrier: J Appointment requested date/time:

Susiness partner: Control number:

N

Equipment code:

Appointment Objects Slot Details Dock Details Additional Details

-~

4 4 b bl & Displaying 1 - 1 of 1 {0 selectad)
O Purchase Order Shipment Stop ASN 20 Due Dats
] 2 sl sl

Add Row | Add Muliple §| Delete Row

11
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The following information needs to be filled out:

e The Facility is always VABCFACILITY
e Suggested start date/time is the date that you would like the appointment

e The Appointment type is always Live Unload

e Leave the Appointment ID blank (this will auto generate after saving the appointment)

e The Carrier is the 4 digit SCAC of the carrier. See the SCAC spreadsheet for a complete list. If a
carrier is not listed, please contact EEMTraining@virginiabc.com.

e The Equipment code is the type of trailer that is bringing the delivery

O
O
O
(0]

TRL 28 — 28 foot trailer o BXTRCK - Boxtruck
TRL 40 - 40 foot trailer o PICKUP — Pickup Truck
TRL 42 — 42 foot trailer o MISC - Car, Van, etc.

TRL 53 — 53 foot trailer

e Load configuration is based on the number of different SKUs on the delivery

(0]

O
(0]
O

a| Actions ™ | Tool:

STR8 = Only 1 SKU on the delivery o N-DK = Delivery is on a vehicle that
MS4 = 2-4 SKUs on the delivery cannot be hooked to a dock door
MS5 = 5-9 SKUs on the delivery (Van, Pickup Truck, Car, etc.)

MS10 = 10+SKUs on the delivery

The Facility is always VABCFACILITY. !

|
N None The Load Configuration is based on
Facility:* / Leoad configuration: :’::;D the number of 5KUs on the Delivery
Suggested start date/time:* i | Estimated trailer duration {min):
Appointment type:* Selectcne W The appointment type is always Live Unload
Appointmant 10 -
Carrier: F The carrier is the company deliveringthe
Equipmaent code: d load (See list of SCAC codes)
- - Equipment Code is the type of
F—— dpment ode s the
trailer bringing the delivery
b bl & Displaying 1 -1 0of 1 (0 selected)
O purchase Oraer Shipment Stop ASN e
[m] + - F
[ e
Set PO sizes

e  When scheduling the appointment, you must add the purchase order to the appointment. This
is done at the bottom of the Appointments User Interface.

o

The Purchase Order can be typed in or searched using the magnifying glass (remember
your PO from step 1).
Multiple purchase orders can be added to a single appointment by clicking on “Add

7

row".
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Appointment Objects Slot Details Dock Details Additional Details

i 4 I:l b Bl & Displaying 1 -1 of 1 (0 selected)
0 Purchase Order Shipment St
O [PO0OODDO1E2 F P

Add Row § Add Muliiple § Deleie Row

e Once the above information has been filled in, click Recommend Time Slots for the EEM system
to recommend available time slots for this appointment based on the estimated delivery date.

e Use the buttons on the left side of the screen to choose the appointment time. Click select when
finished.

o Ifatimeis not available on the date you selected, you will receive an error message
saying “No slot capacity available”. If you receive this message, please choose another
appointment day.

@ Start-Time:4/20/21 12:30 Departure-Time:4,/20/21 13:30 Appeintment Slots:Dock - able
() Start-Time:4/20/21 12:15 Departure-Time:4/20/21 13:15 Appointment Slots:Dock - able
(O Start-Time:4/20/21 12:00 Departure-Time:4/20/21 13:00 Appointment Slots:Dock - able

e Once a date and time has been selected, click save at the bottom of your screen. You will
receive a confirmation page that looks similar to the picture below.

Ad Add Appointment - Appointments

n| Actions ¥  Tools ™ | n

¥ | Quick fitere | Appaintment* 4111600 P ‘ Apply ¥

(L | I:l b bl & Displaying 1 - 1 of 1 (0 selected)

O & (%] Appointment ID Suggested Start Appointment Appointment | Shipment Purchase Order | ASN Facility Trailer

Date/Time Type Status
O 4111600 720421 10:15 Live Unload Scheduled POQO0000304 WABCFRACILITY
I E=BENED
Appointment Details Appointment Objects Additional Details

Facility:* VABCFACILITY Load configuration: M54

Facility Mame: VABC WAREHOUSE Estimated trailer duration {min): 15

Suggested start dateftime~ 7/20/21 10:15 Estimated tractor duration {min): 15

Appointment type* Live Unload Estimated departure date/time: 720021 10:20

Appointment [D: 4111600 Appointment requested date/time: 7/20/21 06217

Equipment code: TRL53 Actusl checkin date/time:

13
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After you create your appointment, always remember to go back and Ship your
ASN. Failure to ship your ASN in EEM will prevent the Virginia ABC Receiving
Department from being able to successfully check in the appointment!

Once you are ready to ship the ASN, follow the steps below.

5. Ship ASN
(ASN’s user interface):

e Go to the ASN’s Ul and filter for your ASN. You can use the filter on the left hand side of the
screen. Hitting apply at the bottom of the screen will show all ASNs that you have created.

Busnma Fartnes Bwnmeas Unit
Warw Dlails A5F genis A5C KARCER
A5 Wirginda A3C ABCER
o 0 s i gy 832 KBTS
Pri Fi - - —— ——
ady Pk b4 A5 A55% Wingenip &30 p L
rgenin A3C 377
A% il ABC WETE
Gptional §isldy - | i e
Aasr rgenin A5C wagoka
Corgnos A ew e (D
5 etia A3C ABITE
Contidr & - m A5 rgesin BAC wa s Ea
L = rginia A8 B
ASHOCOM 04 2 rginia A ApLrs
e Fiehds Add Condiion Agvanced . N °
AL = ginia & TARCEY
Columa Selectics ASHODOM093 402t rginis ABC ARcFa
sortns [ View | Estiiende | - | ship | Corcel | Receive ] vertty | Priv Labess |

e Check the box next to your ASN
e Click Ship at the bottom of the screen
o ASNs should be shipped on the day the delivery truck leaves your facility. This ensures
that no changes will be made to the ASN
o The ASN can be shipped earlier than the day prior, but only if the supplier is 100%
certain that no information on the PO/ASN will change.

14
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| " ASNOO00110 4200 Virginia ABC

View || dit Header mc..,..

® After you have shipped the ASN, the status of the ASN will change from Open to In-transit.

ASN: ASNO000110

ASM status: InTransit

Do not ship an ASN until you are 100% sure that the items and quantities on
the delivery will not change. If there is a change that needs to be made to
the delivery, please follow the steps in the “Updating an Existing Purchase
Order” document to update the PO and ASN prior to shipping the ASN.

Updating an
Existing Purchase O

You have completed all the necessary steps to
successfully create a purchase order, ASN, and
appointment for Virginia ABC's new warehouse!
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